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INTELLIGENCE INSTITUTE

1. This unit brings together a variety of activities
which are generally concerned with providing employees with
a broad view of the Agency, in the intelligence community, the
intelligcence process, and related matters for senior officers
as well as the new enplovce, for professional as weil as
clerical employecs. Also included in this unit are the ex-
ternally oriented prograns, that is, support we render to
other agencies such as the Foreign Service Institute and
the Defense Intelligence School, and special programs we
give for The Brookings Institution, DIA and JCS and other
briefing activities given to a broad,audience.

2. The management of a research unit has also been
incorporated into the Intelligence Institute. The principal
purpose of the research unit is to encourage scholarship in
the field of intelligence with the intention of recording
significant experiences, cvolving philosophies about intelli-
gence and exploring new avenues and methods of intelligence
research. The product of the research will find expression
in written form, perhaps in Studies in-Intellisence or in
special purpose scminars or symposia. this unit will be
minimally staffed by OTR at the outsect since it is assumed
that the research will be performed by persons from other
components who are contributing unique knowledge or talent
to a gilven project.
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INTELLIGENCE INSTITUTE

Courses

1. Orientation

Senior Seminar

Advanced Intelligence Seminar

Midcareer

Intelligence and World Affairs

CIA: Today & Tomorrow

COS Seminar

Management § Services: Trends and Highlights
(Dependents' Orientation) y C

—

2. Area, Cross-cultural and Special Seminars

China Familiarization

(Advanced China Seminar)

Latin America Seminar

Orientation for Overseas

(Other Area Seminars)
25X1A Economrics Seminar

(Other Special Seminars)

3. Briefing and Special Programs

Other Activities

Research Unit
25X1A Studies in Intellicence

History VProject q
Representative to Defense Intelligence School

Representative to Foreign Scrvice Institute - FAES
Representative to Area Roundtable
Compiles Country Recading Kits
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LANGUAGE LEARNING CENTER

No change is contemplated in the concept of providing
language instruction. A name change to Language Learning
Center from Language School is proposed to reflect the broad
scope of language-related activities that are carried on therc.
In addition to its formal classroom training, LLC offers
language learning opportunities through its cassette loan
progran (ca. 700 users last year) and language labs. 1Its
library is the Agency's repository of foreign language
dictionaries, grammars and linguistid books. 1Its staff is the
Agency's resource for consultation on operational problems
regarding languages, external language training and linguistic
questions. Its records system in the Language Develcpment
Committce Secretariat is the only up-to-date source of inforna-
tion on the Agency's language capability. Its testing branc!
administers 1200-1400 proficiency tests a year. The term
"Center" seems more appropriate to describe these varied functions
than the narrower term '"School." It is expected that the
Language Learning Center will continue to appraise the need
for instruction in foreign languages and adapt its staff and
curriculum to the changing needs of the Agency,
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FUNCTIONAL TRAINING DIVISION

1. The central idea in the creation of this new unit
is the desirability of concentrating in one sub-component
the bulk of the skills training relating to both the man-
agernent and conduct of intelligence activities. Foreign

~language training, and that portion of operational train-
. H A £ : . * 25X1A
ing which can more feasibly be conducted at the

I - the major exceptions. 25X1A

2. As previously noted, this unit would absorb a large
number of training activities presently conducted by four '
separate units -- the School of Intelligence and World ¢
Affairs, the Information Science Training Staff, the Support
School, and the Operations School. The latter three units
would be abolished and most of their /programs absorbed by
this new unit; the orientation and general prograns of SIW
would become a part of .the new Intelligence Institute.

o

3. Through this consolidation, we believe OTR could
better convey the interrelationships among the many areas
of Agency activities. There would be more versatile use
of instructors across broader lines of responsibility.

This would be particularly true in communication skills
training -- basic and stylized intelligence writing, brief-
ing, and reading programs. Under the present organization,
these efforts are largely secparated adninistratively, re-
sulting in lack of cohesion in the overali content of in-
structicn and in the dissipation of instructor assets. We
expect instructors assigned to this activity to assume
expanded responsibilities (and competence) for dealing

with the several types of communication skills training
sought by Agency personnel.

4. Finally, the proposed consolidation would facilitate,
within the training environment, the application of infor-
mation science, systems analysis, and analytical methodol-
ogies to specific management, intelligence production, and
ultimately, field collection programs.
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gﬁw‘g s

25X1A

a%mmpw%wwar¢ﬂfmm%

FUNCTIONAL TRAINING DIVISION

Information Science

Application of Information Science to Intelligence

Functions
Informaticon Science for Management
Survey of Inteclligence Information Systems
[Large Scale Systems Analysis]

Communication Skills and Intellicence Analysis

Intelligence Production Course (revised)

Inte]11n nce Research Techniques Course (revised)

Informatlon Reports Familiarization

Information Reporting, Reports.§ Requirements

Intelligence ¥Writing Workshop

Intelligence Writing Technlques (for Professional
Internﬂ)

Effective Writing

[Technical Writing 1*'or}\shop]

Effective Briefing

Reading Improvemnent

Manzgement § Administration

Fundamentals of Supervision § Management
Managerial Grid

[Advanced Management]

[Executive Conference]

Fundamentals of Budgeting

Field Administration

Project Officer in the Contract Cycle
[Budgeting for Managers]

Office Managencnt

Administrative Procedures

Clerical Orientation

perations

!ov1e! !!oc upcrations

Scientific § Technical Operations
Narcotics Operations TFamiliarization
Operational Records I, IT, III

Approved For Release 2000/0@/8% ﬁ-ﬁDR78 06215A000300050005 6

i\'lu\

J&%ﬁ%ﬁﬁﬁ%ﬁ&%@ﬁﬁkﬁ@vﬁﬁmﬁamﬂg~§%&e¢%ﬂw¢@a&ﬁaﬁ>



y\llV)LMJVlU\L
Approved For Release 2000/05/08 : CIA-RDP78-06215A000300050005-6

FUNCTIONAL TRAINING DIVISION, Cont.

Other Activities

Agent & Lizison Training NN - .

Operations Training Reference Center
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SERVICES AND REGISTRATION STAFF

The Services and Registration Staff represents an
amalgamation of the classical support activities of the
Office of Training with the Registrar function presently
located in the Instructional Services Staff. This is a
change in concept with the abandonment of the position
of Execcutive Assistant. The primary function of the
present Admissions, Information and Registration branch
of ISS is administration of the external training program,
much of which is closely related to the classical support
activities, for example, funding and rationalization of
security and cover problems. It is recommended that the
administration of requests for internal training be
decentralized and handled as much as possible by the
units responsible for training.— It /is also recommended
that the present educational counseling function be
dropped. he executive secretary to the Training Selection
Board will also help in the external training program.
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SERVICES AND RUGISTRATION STAFF

Services

Personnel

Security

Budget and Fiscal

Logistics

Records Managenent

Liaison \\'ith- ‘ 25X1A

Registration ‘ '

Administration of external training

Training information

OTR announcements - )

Distribution point for training requests

Agency Training Record

Classroom allocaticn

Executive Secretary to Training Selection Board
Representative to CSC Training Officers' Conference
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CAREER TRATNING PROGRAM

1. The Task Force undertook a critical examination
of the question whether the Carecer Training Program should
be transferrcd to the Office of Personnel, or even clse-
where in the Agency, or remain in CTR. After extensive
inquiry and discussion, we concluded that the Program is
valuable and that it should remain under the jurisdiction
of the Director of Training.

2. This conclusion is based on the judgment that the
relatively specialized and highlv successful way of con-
ducting this program is not likely to be replicated else-
where in the Agency with the degree of emphasis and expertise
necessary to make it succeed. 1Its transfer elsevhere
would also disrupt a highly integrated effort associated
with sclection, training, and placement of trainees.
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CAREER TRAINING PROGRAM STAFF

Activities

Recruit and selecct Career Trainees
Guide the training of Career Trainees
Arrange their interim assignments
Arrange their initial placement
Evaluate and counsel Career Trainees
Evaluate program cffectiveness
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PLANS AND DEVELCPMENT STAFF

1. This would be a new staff incorporating the exist-
ing Plans Statif and units related to both short- and long-
term developneont of instructional personnel and programs.
These activitics presently are administratively disversed
ameng the Office of the Director of Training, the Executive
Assistant, and the Instructicnal Support Stafi. There
has been extensive interaction among them without clear
cut lines of authority; we believe, therefore, that they
should be consolidated under a single administrative head.

2. The Task Force envisages essentially three grounings .
in this staff. One would consist of the Secretariat or
Plans function for the DTR, the Guest Speaker Coordinator,
the Component Training Coordinator, fand support to the
Board of Visitors. The second would include curriculum
development with related training services--visual, audio,
film and TV; instructor develcpment. The third ele ent
would be the restored position of an OTR Career MManagement
Officer, which lapsed about three years ago; the OTR
Training Officer and Equal Employment Officer. We would
sec the latter three combined in one person. The CMO
would serve as a direct and continuing adjunct to the
Carcer Service Becard, responsible for identifying and
reconmending the DroFc<<1onal developmental needs assign-
ments and t1u1nin5) of OTR personnel. He would also be
responsible for assisting the Carcer Service Roard and
OTR operating components in determining the kinds of
personnel needed to serve in OTR on a rotational basis.
Acquiring the services of such personnel, however, would
remain the responsibility of the OTR Perscnnel Officer.

3. A serious problﬁn identificd b) the Task Force 1is
the deficiency and diffusion of OTR's training services--
the production of visual aids, use of audio equipnent,
the procurcment, projection, and procuction of film and
TV prograns. Thore are not cnough resources here to satisfy
the overwhelning demand upon their services. Some of the
most demanding of these, in terms of high level oriOin aﬂd
@ﬁﬁggﬁqgigﬁslve c01<umptgon of m§nhqur§,gcomc”£r9m.putsl
e ol the: FiIming o “ta DIHU oF”’ %pecnal procrams in
Agency auditorium, the production of films or v1deotapes
for a wide variety of Agency components.
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PLANS AND DEVELOPMENT STAFF (Contd)

4, The availability of these services to OTR, con-
sequently, 1is seriously deficient, particularly in view
of our nced to develep instructional programs with a
visual/auditory content deemed in current learning theory
to be vitally important.

5. VWe see this problem as twofold. The first involves
the neccessity of a clear-cut policy decision as to whether
OTR's technical services are intended for Agencywide use
or primarily to support OTR instructional programs, accept-
ing other requirements as circumstances permit. The L
sccond aspect 1s an outgrowth of the first--the size of
the technical services staff{ neceds to be increased, the
magnitude of such increcase dependenty on whether such
services are to be available to the Agency as a whole
or within OTR. The Task Force regards this as a major
issue confronting OTR, one which was underscored by almost
every senior OTR officer with whom we consulted.
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PLANS AND DEVELOPMENT STAFF

Instructor Training Workshop

Activities

Secreta
Support
Guest S
Compone
Career

riat to DTR and DDTR (Plans)
to Doard of Visitors

pcaker Coordinator

nt Training Cecordinator

Management Officer

OTR Tlalnlno Officer

Equal L

mployment Opportunity Offlcer

Curriculum Coordinater

1.
2.
3.
Instruc
Trainin
1.

2.
3.
4.
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Approved

Training Requirements

Program Design

Training Lveluation § Validation
ticnal Developnient

g Services

Visual Aids

Audio Aids

Film-TV

OTR Library
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SPECIAL ASSISTANT FOR OPERATIONS TRAINING

1. The concept underlying the position of the Special
Assistant for Operations Training is that there should be
one principal focal point wit hin the O[fice of Training
for contact with the Operations Directorate for the
purposc of ensuring that training within the entire range
of operational subjcct matter is current, authoritative,
and responsive to the requircments of the DO. The organi-
zational configuraticn of OTR both in a physical and a
burcaucratic sense has not up to this point made it
possible for the degree of eff{icient comnunication betiwecen
the DO and OTR which is of high priority concern. Subject
matter having its foundation in the activities of the DO
has been set forth in a variety of Yraining and orienta-
tion courses administered by a mumbter of OTR components:
the Operations School, consisting of the Staff Training
and Agcnt and Liaiscn Train*nﬁ Pranches; the School of
Intellicence and VWorld fLulr"; the Support School; and
the Even vith a restructured
OTR, operational training wi necessarily cut across the
boundary lines of the Office's component parts.

25X1A

2. Through the designation of a senicr DO officer to
act as the Director of Training's principal advisor on
all matters dealing with operations training, not only
would the DO have a sim pllflcd communication channel to
OTR but also the DTR himself would have the advantage of
dealing with the DO through the instrumentality of a
designated senior representative

3. As noted on the chart of the proposed organization,
the position of the SA/OT is shown as having stoff rather
than command responsibilities. This is considered a correct
concept not only because operations training must:be taught
in several components tut also because the gu/O1 should be
free of sunorvisory roermonsihilities in ordor to concentrate
nainly on subject ratter. As the senior DO ofrficer within
OTR he must be familiar with all aspects of operations
training no matter where its locus may  be and with a . R

T “1nowfedge '6F #Hat"is “beéTne” taught wheie a%ﬁ”how *he wouldﬁw“w*&%?¥&§¥

bc in a position to advise the DO on matters rf-]'ltlnD to
the responsiveness of training to requircrments, Should problems
energe in that arca he would be in a position to take
corrective action in the name of the DTR.
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SPECIAL ASSISTANT FOR OPERATIONS TRAINING (Contd)

4. In addition to his overview of operations training,
the SA/OT is also regarded as an advisor to the DTR on
the sclection of personnel for instructor positions. Also,
through intimate and regular contact with the DO, the
SA/OT should be able to negotiate the release as appro-
priate of training materials and case histories on a some-
what more orderly and productive basis than has bcen
possible in the past. An additional function of the SA/OT
would be the chairing of a committee on operaticnal doctrinc.
This vechicle would serve the need to validate that which
is currently being taught and the possibility of producing
papers and studies in the operations field to try to fill
a vacuum attacked in the past without any significant success.
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SPECTIAL ASSISTANT FOR OPERATIONS TRAINING

Duties

1. DTR's liaison and point of ccordination with D/O
on operations training/personnel matters

2., DTR's liaison and point of ccordination with training
elements on operations tralinling matters

3. Chairs OTR Operations Doctrine Committece

4 Coordinates Application of COperational doctrine
in OTR courses
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OTHER ORGANIZATICNS

| Career Board (chaired by DTR or DDTR)“//
fCareer Panel (reports directly to DTR or DDTR)V/
>Annual Program Call and Objectives Conference
“Senior staff meetings ———__ v
fiEmployec Advisory Committee
1. Working level only (selccted by peers)
2. Access to DTR
3. Any problen may be surfaccd (admin, instructional, e
Professicnal committees (e.g., Management, Operational Doct
Research
1. Forum for exchange of information
2. Forum for curriculum discussions
3. Forum for review of professignal literature
4. Invite outside cxperts to input new professional
developments
Library Committee _
Classroom and Technical Design Committee

1. The above organizations represent activities which
do not require constant session, yet which provide a g¢ood
deal of the mechanisns for planning, instructor and staff
development, comaunication outside the normal command
channels, and for coordination.

2. The Carcer Boards should be directly responsible to
the Director or Deputy Director of Training since promotion
assignment and personnel development are basically the
responsibility of the DTR as Head of the Career Service.

3

3. At the annual Program Call and Objectives Conference,
the Director of Training will meet with his senior officers
and plan the direction of training for the next and subse-
quent years. !

4. The Senior Staff meetino is a device for exchance
of informction but nore importantly a {orum in which OTR
senicr officers resolve comnon problens of OTR policy and
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5. The Emplovee Advisorv Committee consists of working
level employees (no supervisors) to serve as a communications
bridge between the cmployvee and the Director of Training.
Members arc selected by their peers and meet regularly

with the DTR (approximately monthly) to discuss problems '
raiscd by their fellow cmployces or at the initiative of
nenbers of the committee. )
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OTHER ORGANIZATIONS (Contd)

6. The professional committees proposed will provide an
opportunity for the personnel concerncd to keep abreast of
developments in their respective fields and serve as a mcans
of re-examining regularly the OTR curriculum in the concerned
field. We anticipate comnnittees concerned with management,
operational doctrine, language, research methodology, infor-
mation science, and others.

7. The Library Committee will assure that proper coordina-
tion exists among the various repositories, that personnel .
are uscd as effectively as possible, and that bibliographic ‘
standards are maintained.

Vv 8. The Classroom and Technical Design Committee will con-
tinue to explore the matter of quality and versatility in
classroom design and in the use of technical skills.

8. With the exception of the Career Boards, all other
organizations noted above will be supported as appropriate
by the Plans and Development Staff.
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OTR STUDY ' ST L

2nd Floor - Management & Administration

4 Clericals

1 Secy./Steno
3 Training Assts,

09 Typing tlours
91 Acnin. Hours
lov

4th Floor - Language Ctr.
6 Clericals

3 Training Assts.
1 Registrar

1 Secy./Steno

1 Testing Asst,

52 Typing Hours
183 Aummin, tliours
235

oth- Floor - Functiona.: Training
3 Clericals

2 Training Assts,
1 Secretary

57 Typing ilours

47 Admin, Hours

1u4

Jth Floor - Career Trzining
3 Clericals
1 Clerk Typist
1 Secy./Steno
1 Adwin,/Trng. Asst,
6l Typing Hours

35 Adnin, iours
96
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Admin. lours

Copying 30
Telephone 26
Mail 0.5
Shorthand 0
Filing 2.5
65

Admin, Hours

Copying 9
Telephone 26
Mail 6.5
Shorthand 0
Filing 9
50,5
Admin. Hours
Copying 10
Telephone 21
Mail 10
Shorthand 0
Filing S
50

Admin, Hours

Copying 5
Telephone 15
Mail 7
Shorthand 5
Filing 3
35
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(Cont'd,)

bth Floor - Plans & bevelopment

4 Clericals

1 Clerk typist
2 Secy./Steno

1 Secy., Trng. Asst,

62 Typing Hours
93 Admin. Hours
1060 )

gth Floor - Intelligence Institute & Midcareer

6 Clericals

4 Training Assts.

1 Secy.
1 Clerk Typist

95 Typing Hours
145 Admin, liours
240

10th Tloor

18 Clericals

Secy./Steno
Clerk Typists
Secy's,
Acctg, Clerk

e e el L W VUR SR

kxec. Secy.

219.,5 Typinyg Hours

460.5 Adnmin, liours
oouU
OTRL&Q.

3 Clericals

1 Secy./Steno
1 Secrotary

1 Trainiong Asst,

69,5 Typing lisurs

U 2 Approved For Release 2000/05/08 :
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Training Assts.

Personnel Clerk/Steno
Persounel Asst,
Guest Speaker Coordinator
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Admin, Hours

Copying 7
Telephone 32
Mail 12
Shorthand 10
Filing 16

77

Admin, Hours

Copying 14
Telephone. 41
Mail 25
Shorthand 5
Filing 26

111

Admin, Hours

Copving 55
Telephone 118
Mail 51
Sihorthand 39
Filing _ a8

321

¢

Admin, Hours

Copying 3
Telephone 22
Mail 6
Shorthand 0
L
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Total Aumin liours

TASK HOURS
Copying 133
Telephone 3Jul
Mail 124
Shorthand 59
Filing 131

*Miscellaneous - 312

*Other duties, e.g., escort duty, coffee duties, etc,

Typing Hours 615
Admin, liours 1060
1675
; 1675 hrs, - 47 clericals = 35,00 hours occupied out of 40 per weecx,
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